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NAVIGATION AND VESSEL INSPECTION CIRCULAR NO.  697

Subj: POLICY ON QUALIFIED INSTRUCTORS AND DESIGNATED EXAMINERS
WHO TRAIN OR ASSESS THE COMPETENCE OF MERCHANT MARINERS

Ref: (a) Interim Rule, Federal Register, Vol. 62, No. 123, pp. 34505, dated June 26, 1997
(b) Navigation and Vessel Inspection Circular 5-95 "Guidelines for Organizations
      offering Coast Guard Approved Courses"
(c) Navigation and Vessel Inspection Circular No. 7-97, "Guidance on STCW
      Quality Standards Systems (QSS) for Merchant Mariner Courses or Training
      Programs
(d) Navigation and Vessel Inspection Circular No. 5-97 "Guidelines on STCW
      Training Record Books

1. PURPOSE.  This circular provides policy guidance on Qualified Instructors and Designated
Examiners for training and assessment programs meeting requirements of the 1995
amendments to the International Convention on Standards of Training, Certification and
Watchkeeping for Seafarers (STCW), 1978.

 
2. DIRECTIVES AFFECTED.  None.
 
3. BACKGROUND.

 
a. Regulation I/6 of the STCW Convention requires that “those responsible for the training

and assessment of competence of seafarers, as required under the Convention” must be
“appropriately qualified...for the type and level of training or assessment involved.”  The
requirements for Qualified Instructors and Designated Examiners have been introduced
into U.S. regulations in reference (a), particularly Sections 10.302, 10.304, 10.309 of 46
CFR Part 10, and in Section 12.01 of 46 CFR Part 12.
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b. The regulations in reference (a) provide for the possibility that training or assessment of
competence can take place either on board a ship or at a shore-side facility, and either as
part of a Coast Guard-approved course (reference (b)), or as part of a Coast Guard-
accepted training and assessment program (reference (c)).  In some cases, the regulations
require a Qualified Instructor and/or a Designated Examiner to make entries in a training
record book (references (a) and (d)).

 
c. The regulations establish requirements for Qualified Instructors and Designated

Examiners, and set general standards of qualification.  This NVIC promotes consistency in
criteria used for identifying such instructors and examiners when they perform  functions
relating to STCW requirements.

4. DISCUSSION.

a. The Coast Guard will use demonstrated competencies and formalized training, in addition
to approved sea service and examinations, as criteria for issuing STCW certificates and
endorsements.  Only qualified individuals can conduct training or assessment of
competence to meet STCW requirements.  The following question-and-answer format is
intended to provide guidance to:

• assist individuals in determining whether they are qualified to perform the training and
assessment functions;

• enable those offering training to merchant mariners to ensure they are adequately
staffing their programs with qualified individuals; and

• assist those conducting monitoring of training programs under a Quality Standards
Systems (QSS) in evaluating whether the program is achieving its stated objectives and
meeting regulatory requirements.

 
b. The following questions and answers provide information on Qualified Instructors.
 

(1) What is a Qualified Instructor?
 

The term “Qualified Instructor” is defined in regulations 46 CFR 10.103 and 46 CFR
12.01-6 as  “a person who has been trained or instructed in instructional techniques
and is otherwise qualified to provide required training to candidates for licenses,
documents, and endorsements.”  All training conducted to meet requirements for
STCW certificates or endorsements must be provided by a Qualified Instructor.

 
(2) How can I become a Qualified Instructor?

 
To become a Qualified Instructor, you must provide documentary evidence that you:
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• have experience, training or been instructed in effective instructional techniques;

• are qualified in the task for which the training is being conducted and have relevant
operational experience; and

• hold the level of license, endorsement, or other professional credential required for
those who would apply on board a vessel the relevant level of knowledge, skills
and abilities described in the training objectives.

 
Documentary evidence may be in the form of performance evaluations which include
an evaluation of effectiveness in on-the-job organization and delivery of training and/or
a certificate of successful completion from a “train-the-trainer” course.  A train-the-
trainer course must be based on International Maritime Organizations (IMO) model
course 6.09 (Training Course for Instructors), or another Coast Guard accepted
syllabus covering the following areas:
• identification of training needs;
• learning processes;
• course design;
• teaching methods;
• recognition of individual capacity;
• identification of performance standards;
• presentation techniques and use of media;
• measurement of progress toward training objectives and of adequate performance;
• favorable and unfavorable conditions for learning;
• the role of incentive and motivation in learning;
• use of feedback for performance improvement; and
• course evaluation.
 
A specialist in a particular field of non-maritime education (such as mathematics or
first aid) or a person with at least three years of service as a member of the Armed
Forces of the United States, specializing in the field in which the training is conducted,
need not hold a maritime license or document to conduct training in that field.

 
A faculty member employed at a State maritime academy or the U.S. Merchant Marine
Academy operated in accordance with 46 CFR Part 310 and instructing in a navigation
or engineering course is qualified to serve as a Qualified Instructor in their area(s) of
specialization without individual evaluation by the Coast Guard.

 
(3) Does use of a simulator in training or assessment activities affect the requirements I

must meet to become a Qualified Instructor ?
 

Yes.  If a simulator is used, you must gain practical operational experience on the
particular type of simulator being used and receive guidance in instructional techniques
involving the use of simulators.  Such guidance or instruction should include
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development of and sequencing of simulated scenarios which have specific learning
objectives.

 
(4) Is it necessary for the Coast Guard to certificate me as a Qualified Instructor?

 
No, a Coast Guard Certificate or Letter is not required.  You must be identified as a
Qualified Instructor as part of a Coast Guard course approval or as part of a Coast
Guard-accepted program of training.  In these cases, the review of your qualifications
takes place at the time the Coast Guard approves a course (see reference (b)), or
during an audit conducted under a quality standards system (see reference (c)).

 
c. The following questions and answers provide information on Designated Examiners.
 

(1) What is a Designated Examiner?

The term “Designated Examiner” is defined in regulations 46 CFR 10.103 and 46 CFR
12.01-6 as meaning “a person who has been trained or instructed in techniques of
training or assessment and is otherwise qualified to evaluate whether a candidate for a
license, document, or endorsement has achieved the level of competence required to
hold the license, document, or endorsement.  This person may be designated by the
Coast Guard or by a Coast Guard-approved or accepted program of training or
assessment.”

 
A Designated Examiner assesses the ability of an individual to perform a task, duty or
responsibility properly, using established criteria and professional judgment in
determining whether an acceptable level of proficiency and competence has been
demonstrated.  A Designated Examiner must always personally witness the
performance of the task, duty or responsibility by the person whose competence is to
be assessed.  This performance is called a “practical demonstration” which is defined in
regulations 46 CFR 10.103 and 46 CFR 12.01-6 as meaning “the performance of an
activity under the direct observation of a Designated Examiner for the purpose of
establishing that the performer is sufficiently proficient in a practical skill to meet a
specified standard of competence or other objective criterion.”  For purposes of
assessment of competence of a skill or ability required for an STCW endorsement, the
assessment criteria are set out in the standards of competence contained in the tables in
the STCW Code.

 
(2) How can I become a Designated Examiner?

 
To become a Designated Examiner you must have documentary evidence to establish
that you:

• have experience, training or been instructed in assessment techniques;

• are qualified in the task for which the assessment is being conducted; and
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• hold the level of license, endorsement, or other professional credential required for

those who would apply on board a vessel the relevant level of knowledge, skills
and abilities to be assessed.

Documentary evidence of training or instruction may be in the form of performance
evaluations which include an evaluation of effectiveness in on-the-job conduct of
assessment activities; and/or a certificate of successful completion from a “train-the-
trainer” course.  A train-the-trainee course must be based on IMO model course 6.09
(Training Course for Instructors) or another Coast Guard-accepted syllabus which
covers the following areas:
• identification of training needs;
• learning processes;
• course design;
• teaching methods;
• recognition of individual capacity;
• identification of performance standards;
• presentation techniques and use of media;
• assessment of knowledge;
• assessment of skills and abilities;
• measurement of progress toward training objectives and of adequate performance;
• favorable and unfavorable conditions for learning and assessment;
• the role of incentive and motivation in learning;
• use of feedback for performance improvement;
• and course evaluation.
 

 Special instruction  or experience involving use of simulators in assessment is
necessary if the Designated Examiner is to use simulators when conducting
assessments.

 
A specialist in a particular field of non-maritime education (such as mathematics or
first aid), is not required to hold a maritime license or document to conduct assessment
in that field.  A specialist is someone whose expertise, experience and current practice
are concentrated within a particular subject matter.

 
A faculty member employed at a State maritime academy or the U.S. Merchant Marine
Academy operated in accordance with 46 CFR Part 310 and instructing in a navigation
or engineering course is qualified to serve as a Designated Examiner in their area(s) of
specialization without individual evaluation by the Coast Guard.  This reflects the fact
that faculty members at these institutions undergo a rigorous evaluation process before
being employed as instructors.

(3) Does use of a simulator in training or assessment activities affect the requirements I
must meet to become a Designated Examiner?
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Yes.  If a simulator is used, you must gain practical assessment experience on the
particular type of simulator being used under the supervision and to the satisfaction of
an experienced assessor, and receive guidance in instructional techniques involving the
use of simulators.  Such guidance or instruction should include development of and
sequencing of simulated scenarios which have specific assessment objectives and
which ensure that a mariner’s performance can be measured against the relevant
assessment criteria.

 
(4) Is it necessary for the Coast Guard to certificate me as a Designated Examiner?

 
No, a Coast Guard Certificate or Letter is not required.  You may be identified as a
Designated Examiner as part of a Coast Guard course approval or as part of a Coast
Guard-accepted program of training and assessment.  In these cases, the review of
your qualifications takes place at the time the Coast Guard approves a course (see
reference(b)), or during an audit conducted under a quality standards system (see
reference (c)).

However, if you have a certificate of completion from a “train-the-trainer” course
approved by the Coast Guard or based on IMO Model Courses or other Coast Guard-
accepted training program, and have evidence that you have at least 36 weeks of
experience as an instructor in the maritime field, you may obtain a letter from the
Coast Guard stating your special qualification as a Designated Examiner.  The letter
may be limited to your field of experience.  The letter will include a special reference
to allow for assessments with certain classes of simulator when there is evidence to
support this qualification.  Procedures for receiving such a letter are discussed below.

 
(5) How can I  obtain a Coast Guard letter of qualification as a Designated Examiner?

You must send a request, along with supporting documentation, to:

Director, National Maritime Center
NMC-4B
4200 Wilson Boulevard, Suite 510
Arlington, VA  22203-1804
Telephone Number:   (703) 235-1864/74

Documentation should include:
 

(a) a certificate of completion from a “train-the-trainer” course which is approved by
the Coast Guard or based on IMO Model Courses or other Coast Guard-accepted
training program;
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(b) evidence that you have at least 36 weeks of experience as an instructor in a
maritime field; and

(c) evidence of operational experience relevant to the field of maritime training in
which you wish to act as a Designated Examiner.  The letter will be limited to your
documented field of experience and will include a special reference to allow for
assessments with certain classes of simulator when there is documentation to
establish this qualification.  Enclosure (1) is a sample Letter of Recognition.

(6) Is there a fee for processing this letter?

No, there is no application or processing fee for a letter of recognition as a Designated
Examiner.

(7) How long will my Coast Guard letter of qualification as a Designated Examiner be
valid?

Your letter of recognition is valid for five years.  It will be revoked, however, if you
sign or initials a statement attesting to an individual’s competence without having
personally witnessed a practical demonstration of the individual’s skill or ability, which
in your professional judgment, meets an acceptable level of performance.

(8) What must I do to renew my  letter of recognition?

To renew your letter of recognition, you must submit evidence of your most recent
experience as a Designated Examiner, and of your continued ability to assess the
competence of merchant mariners in the appropriate fields of maritime training.

(9) Can I serve as both a Qualified Instructor and Designated Examiner?

Instruction and assessment are separate activities.  The regulations in 46 CFR Parts 10
and 12 do not prohibit you from conducting both activities.  It is essential, however,
for you to :

(a)  be qualified as both a Qualified Instructor and a Designated Examiner, and

(b)  for you to maintain clear separation between activities conducted to meet learning
objectives, and activities conducted for the purpose of assessing competence in a
skill or ability.

 Routine tests, quizzes, examinations, problems, and practical exercises conducted to
assess student progress during an on-going training program are not considered
assessments of competence for the purposes of meeting a regulatory qualification and
may be given by a Qualified Instructor.
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5.  ACTION.  OCMI’s should use this circular as guidance for oversight of training and

assessment programs offered in their zone.
 
 
 

R. C. NORTH
Rear Admiral, U.S. Coast Guard

Assistant Commandant for Marine
Safety and Environmental Protection

 
 

Encl:  (1)  Sample of Letter of Recognition

Non-Standard Distribution:

B:a G-MSO(4); G-MOC(4); G-MOA(2); G-MSE(1); G-MSR(1); G-M(1); G-MS(1)

C:e New Orleans (90); Hampton Roads (50); Baltimore (45); San Francisco (40); Philadelphia,
Port Arthur, Honolulu, Puget Sound (35); Miami, Houston, Mobile, Morgan City,
Los Angeles/Long Beach (25); Jacksonville, Portland OR, Boston, Portland ME, Charleston,
Galveston, Anchorage, Cleveland, Louisville, Memphis, Paducah, Pittsburgh, St. Louis, San Juan,
Savannah, Tampa, Chicago, Buffalo, Detroit, Duluth, Milwaukee, San Diego, Juneau, Valdez,
Providence, Huntington, Wilmington, Corpus Christi, Toledo, Guam (20).

C:m  New York (70); Sturgeon Bay (4).

D:l  CG Liaison Officer MILSEALIFTCOMD (Code N-7CG) (1).

RSPA (DHM-22), CG Liaison Officer MARAD (MAR-720.2) (1).

NOAA Fleet Inspection Officer (1).
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Commandant
             United States Coast Guard 4200 Wilson Boulevard, Suite 510

Arlington, VA  22203-1804
Staff Symbol: NMC-4B
Phone: (703202) 267-0214
Fax:     (703)235-1062

16700
Seq. No./CY
DD mmm yy

LETTER OF RECOGNITION
DESIGNATED EXAMINERDESIGNATED EXAMINER

Individual’s name
Address
Address
City, State ZIP

Dear        :

 Your credentials have been evaluated and the Coast Guard has
determined that you are qualified for recognition as a
“designated examiner” in accordance with Navigation and Vessel
Inspection Circular XX-97.  Your qualifications are subject to
the conditions set out below.

 You are entitled to conduct assessments of individual
competence in the following areas of maritime training:

           [Enter name of course or training and assessment
program and code used for identifying the course or program in
the Coast Guard records system.] [Add any special qualification
for using a type of simulator for assessment, if applicable

 As merchant mariners must now demonstrate their competency in
a host of areas to obtain an STCW certificate or endorsement,
and, eventually, a Coast Guard license or document, the U.S.
Coast Guard is placing a good deal of trust in your professional
competence, judgment and behavior.

 In performing your function as a designated examiner, you may
only use your signature or initials to indicate you have
personally witnessed the demonstration of a skill or ability by
the person being assessed and have found that individual, in your
professional judgment, to be competent under the relevant
criteria and using good professional judgment.  This letter will
be revoked if you sign or initial a statement attesting to an
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individual’s competence without having personally witnessed a
practical demonstration of the individual’s skill or ability,
which in your professional judgment, meets an acceptable level of
performance.

 When acting as a designated examiner to meet a regulatory
requirement, you should include in the record of assessment your
full name as well as an identification number using the first
three digits of your last name and the date of issue of this
letter (i.e., [insert first three digits of addressee’s last name
and the date of the letter as: XXXmmddyy].

 This letter is valid for five years.  At the time of renewal
you should be prepared to submit evidence of your continued
ability to assess the competence of merchant mariners in the
above identify fields of maritime training in accordance with
NVIC X-97.

 We greatly appreciate your willingness to serve as a
designated examiner.  This role is critical to maintaining high
professional standards among U.S. merchant mariners.

                             Sincerely,

                       Director, National Maritime Center
                             By direction
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IMPORTANT - DISCLAIMER

The following document has been
edited by the NOAA Small Boat Safety
Program.  

THE DOCUMENT IS BEING PROVIDED FOR
THE SOLE PURPOSE AS A REFERENCE FOR
THE 2003 NOAA SMALL BOAT WORKSHOP

ATTENDEES.  

The document has been edited to
remove extraneous information which
is not applicable to workshop
discussions.  

The document may be NOAA policy,
draft NOAA policy, or the policy,
guidelines, standards, instructions,
procedures, or orders of other
public agencies or professional
boating interests.

Every effort has been made to ensure
that the following document is
correct and current.
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United States
Coast Guard COMDTPUB P16700.4

NVIC 5-95
21 JUNE 1995

NAVIGATION AND VESSEL INSPECTION CIRCULAR NO. 5-95
Electronic Version for Distribution on the World Wide Web
Subj: GUIDELINES FOR ORGANIZATIONS OFFERING COAST GUARD APPROVED
COURSES

1. PURPOSE.

a. A Focus Group was established in 1993 to advise the Chief of Marine Safety, Security
and Environmental Protection on ways to improve the marine licensing program.  The
resulting report, Licensing 2000 and Beyond, recommended an increased emphasis on
formal training through Coast Guard approved courses and strengthened oversight of the
approved courses.

b. This Circular provides guidance to organizations concerning:

(1) Application procedures for approval of a course,

(2) Required administrative procedures and record keeping for course offerors,

(3) Coast Guard oversight procedures to ensure the courses are taught in accordance
with the established guidelines, and

(4) Renewal procedures.

2. DISCUSSION.

a. A course may be approved by the Coast Guard for three reasons: the course is required
by regulations (e.g. radar, firefighting, first aid, etc.); the course may substitute for a
Coast Guard examination; or the course may substitute for a portion of the sea service
required for obtaining a license or merchant mariner's document.

b. Coast Guard approval of a training course is authorized in Title 46, Code of Federal
Regulations, Part 10, Subpart C (46 CFR 10, Subpart C).

3. IMPLEMENTATION.

a. Requesting Approval of a Course.

(1) Training Institutions.  An organization desiring to have a course approved by the
Coast Guard must submit a written request to the Merchant Vessel Personnel
Division at Coast Guard Headquarters (G-MVP-3) via the Officer in Charge,
Marine Inspection (OCMI) of the nearest Regional Examination Center (REC)
listed in enclosure (1).  The request must meet the requirements specified in the
model course outline (enclosure (2)).
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(2) OCMI.  The OCMI reviews the application package to ensure it is complete and
in accordance with the model course outline, visits the training facility, and
interviews the intended instructors.

(3) Commandant (G-MVP-3).  Headquarters reviews the application package to
ensure the course meets the standards for the type of training intended and that
all submissions are evaluated consistently.

(4) Additional Information  Specific, course-content requirements have been
developed for courses required by regulations.  Copies of the requirements can
be obtained through the local REC.

(5) International Maritime Organization (IMO) Model Course Format  The model
course outline contained in enclosure (1) was developed using the IMO model
course format.  Any variations from the model shall be justified in the cover
letter.

b. Operation of the Course.

(1) Approved Curriculum.  Approved courses must be taught from an approved
curriculum.  Any changes to the approved curriculum must be submitted to
Commandant (G-MVP-3) via the OCMI for evaluation and written approval.

(2) Acceptance of New Instructor.  After initial course approval, review for
acceptance of additional or replacement faculty is done at the REC level.

(3) Records.  A training facility offering a Coast Guard approved course must
maintain a file at the training facility for at least one year after the end of each
student's enrollment.  The file must contain the student's examinations, a report
of practical tests administered, and a record of classroom attendance.  If a course
is approved to be taught in more than one location, the records may be
maintained at one central location identified in the course approval package.

(4) New Training Site.  Review for acceptance of a facility is done at the REC level.

(5) Course Completion Certificates.  Course completion certificates must contain the
signature of the approved course instructor/director or equivalent, the name of
the course, the name of the school and the date of completion.

c. Coast Guard Oversight.

(1) Purpose of Coast Guard Oversight.  The Coast Guard considers oversight of
training programs to be of critical importance in ensuring compliance with the
course approval letter and ensuring that seafarers are provided training that meets
at least the minimum requirements.  Oversight audits verify that stipulations of
the Coast Guard approval letter and 46 CFR 10.303 are followed, and that only
accepted instructors teach the approved course.

(2) Types of Audits  There are three types of audits: announced, unannounced and
customer survey.  An announced audit may be conducted either with or without
prior notification.  The purpose of an announced audit is to review the records
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and to monitor a course with the knowledge of school personnel.  An
unannounced audit is conducted when representatives from the Coast Guard,
either civilian or military, attend the course anonymously.  A customer survey
audit is conducted by REC personnel who interview applicants when a certificate
of completion from an approved course is submitted with a license application.

(3) Results.  All audits are followed-up by a letter discussing the results of the audit.
If an announced audit is conducted, the results will be discussed with school
personnel prior to the auditors departing the school.

d. Renewal.

(1) Period of Approval.  Initial approvals are effective for a period of two years.
Subsequent five-year renewal periods may be granted subject to a written request
to Commandant (G-MVP-3), U.S. Coast Guard, via the OCMI.

(2) Approval Renewal Requests.  A request for the renewal of an approved course
should be submitted to the responsible REC at least 90 days before the current
approval expires.  Courses submitted for renewal shall be in the same format as
original submittal.  To facilitate the renewal process, all changes should be
highlighted. If there have been no changes since the last approval, a statement to
the effect that the curriculum, instructors and facilities are the same should
accompany the submittal.

(3) Coast Guard Visit.  When a school with an existing approved course submits a
renewal request, Coast Guard representatives will visit the school as part of their
evaluation and note their findings in the forwarding letter to Commandant (G-
MVP-3).

U.S. COAST GUARD REGIONAL EXAMINATION CENTERS

U.S. Coast Guard
Marine Safety Office
510 L. St.
Suite 100
Anchorage, AK 99501-1946
(907)271-6735

Commanding Officer (REC)
U.S. Coast Guard

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
2760 Sherwood Lane, Suite ~
Juneau, AK 99801-5845
(907)463-2450

Commanding Officer (REC)
U.S. coast Guard

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
6767 N. Basin Ave.
Portland, OR 97217-3992
(503)240-9346

Commanding Officer (REC)
U£. Coast Guard
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Marine Safety Office
Customhouse
Baltimore, MD 21202-4022
(410)962-5132

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
455 Commercial Street
Boston, MA 02109-1045
(617)223-3040

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
196 Tradd Street
Charleston, SC 29401-1817
(803)724-7693

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
433 Ala Moana Blvd. Rm 1
Honolulu, HI 96813-4909
(808)522-8259

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
8876 Gulf Freeway, Suite 210
Houston, TX 77017-6595
(713)947-0044

Marine Safety Office
165 N. Pico Avenue
Long Beach, CA 90802-1096
(562) 980-4485

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
200 Jefferson Ave.
Suite 1301
Memphis, TN 38103-2300
(901)544-3297

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
6th Floor, Federal Bldg.
51 S.W. 1st Avenue
Miami, FL 33130-1608
(305)536-6548

Commanding Officer (REC)
U.S. coast Guard
Marine Safety Office
1440 Canal Street, Eighth Floor
New Orleans, LA 70112-2711
(504)589-6183

Commanding Officer (REC)
U.S. Coast Guard
Marine Inspection Office
Battery Park Bldg.
New York, NY 10004-1466
(212)668-6395

Marine Safety Office
Room 1.211
1222 Spruce Street
St. Louis, MO 63101-2835
(314)539-2657

Commanding Officer
U.S. Coast Guard (REC)
Marine Safety Office
Building 14,
Coast Guard Island
Alameda, CA 94501-5100
(510)437-3096

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
1519 Alaska Way S., Bldg. 1
Seattle, WA 98134-1192
(206)217-6115

Commanding Officer (REC)
U.S. Coast Guard
Marine Safety Office
Federal Bldg., Rm. 101
234 Summit St.
Toledo, OH 43604-1590
(419)259-6395
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MODEL COURSE OUTLINE

INTRODUCTION: The course curriculum package must include the following:

a. Cover Letter.
b. Course Framework.
C. Course Schedule.
d. Detailed Teaching Syllabus.
e. Course Outline.
f. Instructor Manual.
g. Examination.
h. Course critique.

COVER LETTER: The cover letter from the school must contain the name of the course, the
location where it will be held, a general description of the course, and what type of approval is being
sought:

a. To satisfy a specific regulatory requirement (e.g. radar, firefighting, first aid, etc.).
b. To qualify for sea service credit.
c. To substitute for an examination requirement.

COURSE FRAMEWORK: This section provides an overview of the purpose, nature, and individual
components of the course.

Scope. A brief description of the course.

Objective. A statement discussing the goal(s) and learning objective(s) of the course.

Entry standards. A list of the prerequisites for a student to attend the course.

Class limitations.

Class size: State the maximum class size for classroom lessons and, if appropriate, for
practical demonstrations or simulation program lessons, along with the number of the students
per simulator.

Student/teacher ratio: State the student/teacher ratio and discuss the organization's policy for
circumstances when more than one instructor will be present during any of the lessons.

Instructors. A list of instructors with a description of their experience, background and qualifications
to demonstrate they have the capability to impart the required information to the students.  Instructors
should have experience in teaching or have attended a course in instruction techniques.  In addition, the
instructor must hold a valid Coast Guard license, document or certificate appropriate to the course(s)
being taught or have experience specific to the subject(s) being taught.

Teaching facilities and equipment.

Facility: The address and a description of the facility at which the training will be held.

Course equipment: A description of the equipment that will be used during the course.  This
includes all equipment to be used during hands-on training and/or testing, and any simulators or
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simulation programs to be used.  If a simulator or simulation program is to be used, include
technical specifications and brochures provided by the manufacturer.

Teaching aids.

Visual aids: Copies of all visual aids and a discussion of how audiovisual and other aids will
be used during the training course, and which performance objectives they will impact.  This
information may be a part of the curriculum documentation that discusses the make up of the
lesson plans.

Textbooks: Copies of all student handouts, homework assignments, workbooks, and a
bibliography of the student textbooks to be used.  The Coast Guard may ask for copies of
textbooks it does not have access to, and will return the texts after the course has been evaluated.

DETAILED TEACHING SYLLABUS: The Detailed Teaching Syllabus is written in learning
objectives format in which the objective describes what the student must do to demonstrate that the
specific knowledge or skill has been learned.  References should be made against the learning objectives
to indicate which publications and teaching aids the instructor may use when preparing and presenting
the course material.  The syllabus shall include the total length of each subject area in hours.  See figure
(1) for a sample detailed teaching syllabus.

COURSE SCHEDULE: The course schedule is submitted in a format similar to figure (2).  The
course schedule shall include the length of each lesson and indicate whether the lesson is a classroom
lecture, practical demonstration, simulator exercise or examination.  Each subject matter in the course
schedule is prefaced by a number that corresponds to the subject area listed in the Detailed Teaching
Syllabus and Course Outline.  For example, all lessons prefaced by "8" in the course schedule directly
relates to the Planning and Carrying Out a voyage
subject area listed in the Detailed Teaching Syllabus and Course Outline.

COURSE OUTLINE: The course outline is a summary of the syllabus by subject area with the number
of hours for each lecture, practical demonstrations, or simulation program.  This shows the focus of the
course while highlighting how the course meets IMO and Coast Guard time requirements.  See figure (3)
for a sample course outline.

INSTRUCTOR MANUAL: The instructor's manual provides specific guidance on teaching strategies
and techniques used during course instruction.  The manual shall address the presentation strategies for
each lesson identified in the course schedule.

EXAMINATION AND ASSESSMENT:

Method of examination: An explanation shall be included of how the students' performance will
be evaluated throughout the course.  Include whichever is applicable:

Written examinations: Copies of all written examinations, the grading procedure to be
used, frequency of revision, and what will be considered a passing score.

Practical demonstrations: Detailed descriptions of all practical or simulator
examinations, tests, or exercises that describe the situation presented to the student; what
the students must do to successfully complete each test; and how each student's
performance will be evaluated and recorded.  Provide a separate checklist to evaluate
each practical examination and what is considered a passing score.
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Note: Instructors shall not assist students in any way during the evaluation process.

Determination of final grade. A discussion of how the instructor(s) will determine final grades
by proportioning written and practical examination scores as appropriate.

Re-test procedures: A description of the school's policy on re-tests of failed examinations.

COURSE CRITIQUE: Student course evaluation form(s) are a necessary method by which
students are given the opportunity to provide feedback to the school on the suitability of the course.
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FIGURE 1

SAMPLE DETAILED TEACHING SYLLABUS

USING A SHIPHANDLING COURSE AS AN EXAMPLE

Detailed Teaching
Syllabus

The detailed teaching syllabus has been written in learning-objective lot-mat in which the objective
describes what the trainee must do to demonstrate that the specific knowledge or skill has been trans-
ferred.

All objectives are understood to be prefixed by the words1 ~e expected learning outcome is that the

trainee -------------------------

In older to assist the instructor1 references are shown against the learning objectives to indicate IMO

references and publications and teaching aids, which the instructor may wish to use when preparing and
presenting the course material. The material listed in the course framework has been used to structure the
detailed teaching syllabus:
in particular,

� Teaching aids (indicated by A). and

� IMO references (indicated by R)

will provide valuable information to instructors. The abbreviations used are:

� App.: appendix

� p.,pp.: page, pages

� Para.: paragraph

� Reg.: regulation

Learning Objectives

1 Review of basic principles (2 hours)

.1 states the basic principles to be observed in keeping a navigational watch as set out in
regulation 11/1 of STCW 1978 regarding:
- watch arrangements
- navigation
- navigational equipment
- navigational duties and responsibilities
- navigation with pilot embarked

.2 describes the properties of the different chart projections used for navigation
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.3 states the datums used on charts for:
- position
- height
- depth
- direction

.4 lists methods commonly available for position fixing. with an indication of their
accuracy

.5 e-w - corrections for datum shift must be a-led to the position obtained by certain
navigational aids to agree with the position obtained by visual or radar observations

.6 states the accuracy of range and bearing measurements required by the performance
standards for radar equipment

.7 describes factors affecting radar detection. including blind and shadow sectors

.8 explains how the characteristics of targets influence their detection range

.9 demonstrates how to obtain fix based on radar observations and c-Ins possible errors and
how to minimize them

.10 demonstrates the use of parallel indexing technique: for monitoring a ship’s movement

.11 demonstrates the use of nautical publications ions. including:
- tide tables
- current charts
- notices 10 mariners
- lists of lights
- sailing directions

2 familiarization with the bridge (1.5 hours)

.1 demonstrates the operation of the different instruments on the bridge

.2 uses the rudder and the engine controls

.3 describes and allows for the parallax in the visual system (if any)

3 Standard manoeuvres (3.5 hours)

.1 carries out a turning-circle trial with given initial speed and rudder angle in the loaded
condition

.2 describes how to carry out zig-zag manoeuvres

.3 carries out a crash stop

.4 carries out a coasting stop
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.5 repeats one manoeuvre from objectives 3.1 to 3.4 for the same ship in the ballast
condition

.6 records times, positions, headings. speed and other relevant data

.7 plots the manoeuvres from the recorded data

.8 compares plots for loaded and ballast conditions

.9 describes how trim affects the pivot point during turns

.10 demonstrates how to make a pilot card and a wheelhouse poster

.11 explains how the information in the manoeuvring information booklet can be used when
planning a manoeuvre

4 Wind and current effects (2 hours)

.1 repeats a standard manoeuvre with wind and current present for the loaded condition

.2 repeats the manoeuvre in objective 4.1 for the ballast condition

.3 records times, positions, headings. speeds and other relevant data

.4 plots the manoeuvres from the recorded data

.5. compares the result with that of the same manoeuvre without wind and current

.6 compares the results for loaded and ballast conditions

.7 compares the difference in ship behavior under the influence of wind. of current and of
both wind and current

.8 for various conditions of loading. investigates the effect of wind in slow speed situations

5 Shallow-water effects (4 hours)

.1 defines shallow water

.2 states that, in shallow water, a ship:

- has increased directional stability
- has an increase in turning radius
- carries her way longer and responds slowly to changes in engine speed
- has a smaller fall of speed during turns
- experiences a change of trim, usually by the head for a full hull form

.3 states that shallow-water effects become more marked as the depth decreases

.4 defines squat
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.5 determines the squat in a-given.set of circumstances from the manoeuvring information
supplied

.6 repeats a standard manoeuvre in shallow water

.7 records times. positions, headings, speeds and other relevant data

.8 plots the manoeuvre from the recorded data

.9 compares the resulting plot with that of the same manoeuvre carried out in deep water

.10 describes the reduction in under-keel clearance resulting from rolling and pitching

6 Bank, channel and interaction effects (1.5 hours)

.1 describes the moments and forces affecting a ship's behavior when navigating close to a
bank or in narrow channel

.2 states that speed should be moderate in rivers, estuaries and similar channels to reduce
shallow-water effects and to provide reserve power for correcting a sheer

.3 explains the need for speed reduction to prevent damage being caused by the ship's bow
wave or stem wave

.4 describes how a passing ship affects a moored ship

.5 describes the interaction between passing and overtaking ships

.6 describes how to pass or overtake another ship safely in a narrow channel

.7 applies a knowledge d bank effect and interaction in exercises in confined channels

7 Anchoring and single-buoy mooring (2.5 hours)

.1 selects the position to anchor in a given area

.2 takes account of advice contained in sailing directions, of the wind and Of current or
tidal stream in the approach' to the anchorage

.3 using the ship's manoeuvring data, prepares an anchoring containing:

- approach tracks and courses to steer
- “wheel-over” positions
- points at which to reduce speed
- the position at which to reverse the engine
- the position to drop the anchor
- means of monitoring progress and determining arm- at critical points

.4 prepares a contingency -I outlining the actions to take in the event of an engine failure or
steering failure at various stages of the approach

.5 uses a checklist for readiness for anchoring
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.6 carries out the prepared anchoring

.7 modifies the plan, if necessary, to take account of other ships already anchored

.8 maintains a record of engine movements and makes appropriate entries in the log-book

.9 when anchoring is complete. fixes the .ship’s position and enters check bearings in the
log-book

.10 prepares a planned approach to a single-buoy mooring. taking account of the relevant
factors in objectives 72 to 7.4

.11 carries out the planned mooring

8 Planning and carrying out a voyage (13 hours)

.1 prepares a compete passage plan from harbour to harbour, taking account of the
following:
- information from sailing directions and other navigational publications
- draught, squat and depth of water
- tide and current
- weather
- available navigational aids
- means of monitoring progress and determining arrival at critical points
- expected traffic
- traffic separation schemes
- requirements of vessel traffic services
- contingency plans for critical points of the passage

.2 makes use of checklists for departure. for arrival and for coastal waters

3 using the ship’s manoeuvring information. prepares a detailed ~ for approach to and
departure from a pilot station

.4 carries out the planned passage and monitors the progress

.5 complies at ail times with the requirements of regulation 11/1 of STOW 1978 and
COLREG 1972

.6 demonstrates compliance with Rule 10 of OOLREG 1972 when joining, leaving or
navigating in a traffic separation scheme

.7 demonstrates correct procedures when communicating with a vessel traffic service

.8 demonstrates the approach to or departure from a pilot station, using plan prepared in
objective &3

.9 demonstrates skill in approaching or leaving berth under various conditions of wind and
tide

10 maintains a record of engine movements and makes appropriate entries in the log-book
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